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[bookmark: _Toc332359884]ROLES AND PERMISSIONS
[bookmark: _GoBack]There are 4 roles available as follows:
1. Student –Students can perform the following functions:
A. Access the “My Training” menu selection . 
B. Launch online training, 
C. Register for class room training
D. Complete evaluations
E. Print transcripts.
2. Instructors – Instructors can perform the following functions:
A. View classes they are assigned to teach.
B. Enroll/Wait List students into classes they are teaching.
C. Email students enrolled and/or wait listed.
D. Assign outcomes for students  (e.g. Pass, Fail, No show).
D. Run evaluation reports for classes they instruct (Note: Student name not visible)
3. Training Coordinators – Training coordinators can perform all instructor functions plus…
A. Schedule classes and assign instructors to classes.
B. Manage all classes in their MJO
C. Run evaluation reports for all classes in their MJO (Note: Student name visible)
D. Create/Update/Merge users.

4. Administrators: Admins can perform all Training Coord functions plus…
A. Manage Evaluations. (i.e. add/update/delete evaluation questions)
B. Manage Profile lists
C. Manage 
 
Eval report = viewSutReports
	Visibility of student names = canSeeStudentNameOnEvals
View classes by MJO = ????...or maybe can view but not edit classes not sponsored by org within your MJO


[bookmark: _Toc332359885]TRAINING COORDINATOR 
[bookmark: _Toc332359886]SCHEDULE A NEW CLASS
[bookmark: _Toc332359887]Navigate to Class Scheduling page.
[image: ]

[bookmark: _Toc332359888]Select a class title
[image: ]
[bookmark: _Toc332359889]
Enter Scheduled Dates
Enter the dates/times the class will be held. Select other information related to the class scheduling (e.g. Sponsoring Org, Location, etc..). Note that “Location” is an optional selection and can be filled in at a later point in time if not known up front. At least one instructor must be selected. Checking the “Auto-Waitlist Enrollments” box instructs the system to automatically place all new enrollments on the Wait List. Training Coordinators then “move” students from the Wait List to the Enrollment List manually. If this box is not checked, the system automatically places new enrollments on the “Enrolled List” up to the max size of the class.

Pressing “Save” places this class on the schedule.  This class will now be displayed on the Training Calendar available to all LMS users. 
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[bookmark: _Toc332359890]
CANCEL A CLASS
[bookmark: _Toc332359891] Navigate to Class Scheduling page.
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[bookmark: _Toc332359892] Select the Class date
[image: ]

[bookmark: _Toc332359893]
 Select The Class Name
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[bookmark: _Toc332359894] Cancel the class
Cancelling the class will trigger emails to instructors, students and training coordinators informing them of the cancellation.[image: ]

[bookmark: _Toc332359895]TRAINING COORDINATOR/INSTRUCTOR 
[bookmark: _Toc332359896]MANAGE ENROLLMENTS
[bookmark: _Toc332359897]Navigate to Manage Enrollments Page
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[bookmark: _Toc332359898]Search By Class Name
Search for the scheduled class by Class Name. You can optionally search by Instructor and Sponsoring Organization.
[image: ]


[bookmark: _Toc332359899]Open “Enrollments” for the scheduled class
Click on the “Enrollments” link to open up the Enrollment and Wait Lists below. These areas list all students currently enrolled and/or wait-listed, along with related student information (e.g. agency, job function, etc…)
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[bookmark: _Toc332359900]Add students to the enrolled list
Click on the “Add Students to Enrollment” link. A pop-up window will appear, allowing you to type any part of the student’s name or agency and add the student to the list below. You can add multiple students at once. When done, press the SUBMIT button to add all selected students to the class enrollment. Note that if the class is setup to automatically wait list students, the selected students will be placed on the wait list and must be moved to the enrollment list (This may change prior to implementation)

Automated emails will be generated to the student(s), instructor(s) and training coordinator as a result of adding students to the wait list and/or enrolling students.  
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[bookmark: _Toc332359901] Email all enrolled students
Click on the “Email all Enrolled Students” link. This link should open up your local email client (i.e. Microsoft Outlook for most users) and  pre-populate the “TO:” line with the list of emails for all enrolled students. You can then author the email note as you see fit.
[image: ]
[bookmark: _Toc332359902]Record status for all students
Select a status value for all students and press the SAVE button to outcome all students. You can optionally check the “pre-test” box, enter pre/post-test scores (including entering the words pass/fail if you prefer that over a numeric score), and enter option NOTES that are for internal use only. In order to print their certificate, the student’s status must be “Passed” and they must have completed an evaluation. 
[image: ]


[bookmark: _Toc332359903]STUDENT
[bookmark: _Toc332359904]LMS Registration
A registration link is available from the login page as shown below. Email address is the primary identifier in the LMS (must be unique). In addition, student’s select an agency and optionally enter additional information regarding address, contact information,  job function(s) and years in job and field.
[image: ]
[image: C:\Users\elitz\AppData\Local\Temp\SNAGHTMLabac163.PNG]


[bookmark: _Toc332359905]View Classroom Training Calendar
The training calendar is available from the LMS login page (before logging in).  Each line displays a scheduled class along with related information (location, sponsoring agency, etc..). The current “availability” is also displayed, reflecting the current capacity and number of enrolled students. This information is updated in real time as enrollments are processed in the LMS.
[image: ]
Note: The same calendar can be accessed from the home page after logging in from the “Training Calendar” icon.
[image: ]
[bookmark: _Toc332359906]Request Registration From Training Calendar 
As shown above, the training calendar can be viewed from the login page (student is not yet logged in) as well as from the home page (student is logged in). If accessed from the home page while logged in, the training calendar will contain a “register” link in the far right column. This link (only available for classes in the future), allows a student to submit an enrollment request directly. Enrollment requests will place the student on the wait list and trigger emails to the student, instructor(s) and training coordinator.
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[bookmark: _Toc332359907]View “My Training”
[bookmark: _Toc332359908] Navigate to “My Training” page
The “My Training” menu selection navigates to the main training page where a student can access a variety of information regarding available courses, scheduled classes, recommended training and their entire historical training record.
[image: ]
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[bookmark: _Toc332359909] View “All Courses” page
The “All Courses” tab page displays a complete listing of both classroom and Self Instruction courses available.  The list can be sorted by clicking on any of the available column headings. Self Instructional courses can be launched (using the “Launch” link). Launching a course will open the course in a separate window. Students can submit registrations for classroom courses using the “Register” link. Clicking this link will open a calendar containing the available sessions.  A link is also provided to the PDF version of the entire course catalog.
[image: ]



[bookmark: _Toc332359910] View “Recommended Training” page
The “Recommended Training” tab page displays a list of SI and/or classroom courses that have been associated with the student’s job function(s). The “Selection Criteria” column conveys the relevant job function that each course addresses. Similar to the “All Courses” page, SI courses can be launched and registration requests can be made from the provided links. 
[image: ]


[bookmark: _Toc332359911] View “Scheduled Training” page
“Scheduled Training” displays a list of classroom training courses for which this student is currently registered. The student can optionally un-enroll from classes using the “Un-enroll” button. Upon un-enrolling, emails will be sent to both instructor and training coordinator.
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[bookmark: _Toc332359912] View “Courses In Progress” Page
“Courses In Progress” displays a list of online raining courses that the student has started, but not yet completed.. From this page, they can launch the online course, returning to the point where they last left off . (Note: they can also launch the course from the All Courses and/or Recommended Training pages. Regardless of where they launch it from, if they’ve previously started the course, they will always return to the spot where they last left off).
[image: ]


[bookmark: _Toc332359913] View “Training History” page
“Training History” lists all prior training undertaken by this student, including both SI and classroom courses. Classroom courses are listed regardless of the outcome (e.g. Pass, Fail, No Show, etc…). Links at the top provide options to print Student Transcripts. 

Certificates are available for printing only when a course/class has been successfully completed and a survey (if one exists) has been completed.
[image: ]


[bookmark: _Toc332359914] Complete Class Evaluation
Upon completing a class, the instructor will “outcome” each student (e.g. Pass/Fail etc…). Once an outcome is recorded for a student, the training will appear on that student’s “Training History” page. It’s at this point in time when the student can complete any required evaluation.

[image: ]

Online evaluation form opens in a separate window.
[image: ]
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[bookmark: _Toc332359915] Print Certificate
Once any required evaluation has been completed, the student can now print their course certificate.
[image: ]
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Hello Regional Administrator! Not You?

Training
Calendar

“This s the future home of the APTI Learning Management System and Learning Portal. This site s under
construction.

Downloads:
The Air Pollution Training Institute (APT), primarily provides technical air pollution training to





